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681—12.10(262) Grievance procedure.
12.10(1) An employee who has a grievance and wishes to use the grievance procedure must initiate

Step 1 within 21 calendar days from the date of the discovery of the grievance. No grievance may be
filed later than one year from the occurrence of the event which gave rise to the grievance.

12.10(2) An aggrieved employee has the right to be accompanied by no more than two
representatives throughout the grievance procedure. The names of such representatives will be noted
on written grievances and each subsequent request for review.

12.10(3) An aggrieved employee is allowed reasonable time off from regular university duties
without loss of pay to investigate and process a grievance. The immediate supervisor of the employee
makes suitable arrangements.

12.10(4) The aggrieved employee may also request released time from work without loss of pay
for such representative or representatives to investigate a grievance at any time following the oral
presentation in Step 1 of the grievance procedure, except that the aggrieved employee and representative
are allowed up to one hour off from regular university duties without loss of pay to confer before any
grievance hearing held under these procedures.

Any request for time off for a grievant’s representative is made in writing to the representative’s
supervisor, with an informational copy to the director of personnel, and should contain an indication of
the reason released time is necessary. The representative’s supervisor shall provide a reasonable bona fide
amount of released time for the investigation, such time being scheduled as soon as reasonably possible
and preferably within the same work day, consistent with the normal functioning of the employee’s
department.

Furthermore, it is a violation of institutional policy to restrain, interfere, coerce, or discriminate
against an employee acting as a grievant’s representative in accordance with this procedure. On the
other hand, an employee acting as a grievant’s representative shall not use time provided for grievance
investigation for other matters and will conduct the investigation with dispatch.

12.10(5) The grievance procedure consists of the following four steps:
Step 1. An aggrieved employee states in writing that a grievance is being presented and then presents

the grievance orally, stating the pertinent circumstances of the complaint or dispute and the actions
requested, to the employee’s immediate supervisor. The supervisor responds in writing to the grievance
within seven calendar days. In such writing, the supervisor states the supervisor’s understanding of the
grievance, the response to the grievance, and justification for the response. If a satisfactory settlement is
not reached, the employee has seven calendar days to request Step 2.

Step 2. If the employee requests Step 2, a written grievance is forwarded by the aggrieved employee
to the administrative head of the unit or department within seven calendar days. The administrative head
of the unit or department or designee has ten calendar days to reply in writing. If a satisfactory settlement
is not reached, the employee has seven calendar days to request Step 3.

Step 3. If the employee decides to request Step 3, the written grievance is forwarded by the aggrieved
employee to the head of major functional or administrative unit of the university with a copy sent to the
director of personnel. A meeting shall be held within ten calendar days after the grievance has been
submitted to the head of a major functional or administrative unit. The university may be represented by
the director of personnel, or designee, the head of a major functional or administrative unit or designee,
and the administrative personnel involved in Steps 1 and 2. The aggrieved employee has the right to be
accompanied by representatives. The head of the administrative unit should respond in writing within
seven calendar days. If a satisfactory settlement is not reached, the employee has seven calendar days
to proceed to Step 4.

Step 4. If the employee is not satisfied with the decision rendered under Step 3, a hearing before an
arbitrator may be requested within seven calendar days after receiving the Step 3 decision. Such a request
will be in writing and include all of the information included in the initial grievance and subsequent
appeals, all of the decision related thereto, and any other pertinent information the employees wishes to
submit.

The appeal will be signed and dated by the employee and will be directed to the Merit System
Director, State Board of Regents, Old Historical Building, Des Moines, Iowa 50319, who will arrange
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for a hearing before an arbitrator. The arbitrator will be expected to render a decision within 30 calendar
days following the conclusion of the hearing.

A written grievance will contain a brief description of the complaint or dispute and the pertinent
circumstances and dates of occurrence. It will specify the university or merit system rule which has
allegedly been violated and will state the corrective action desired by the employee.

Presentations, reviews, investigations and hearings held under this procedure may be conducted
during working hours, and employees who participate in such meetings will not suffer loss of pay as a
result thereof.

If an employee does not appeal a decision rendered at any step of this procedure within the time
prescribed by these rules, the decision becomes final. If a university representative does not reply to an
employee’s grievance or appeal within the prescribed time, the employee may proceed to the next step.
With the consent of both parties, any of the time limits prescribed in these rules may be extended.


